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V/v phdn c6ng nhiQm vg Ch6nh Vin phdng, cic Ph6 Ch6nh VIn phdng'
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Cdn cri Quytit dfnh s6 O\\\O\7/QD-UBND ngdy 2010112017 cua UBND

huyQn Cam LAm ,e uig. ban hirnh Quy chti ldm viQc cira Uy ban nh6n d6n huy6n

Cam LAm nhiQm kli 2016-2021;

Cdn cir euy6t dfnh sti 2641QD-UBND ngdy l8l0ll20l8 ctia UBND truyeg

Cu1n 1.a. ue uGc-ban hirnh Quy dinh chfc nang, nhiQm up, quyAn hpn vd co c6u t6

chric cria Vdn phdng HDND & UBND huyQn Cam Ldm;

X6t tinh hinh thgc t6 cua dcrn v!,

QUYET D[NH:

Didu l. Phdn c$ng nhiem vp Ch6nh Vdn phong, cdc Pho Ch6nh V[n phong

vd chuyen vi€n, nh6n vi6n vin phong HDND vd UBND huyQn nhu sau:

1. 6ng Bti Quang Nam - Ch6nh VIn phdng

- phU tr6ch di6u hdnh chung, thUc hiqn quydn han, nghia vu, tr6ch nhi6m cua

Ch6nh Vdn phong theo quy dinh cua ph6p luQt; chiu tr6ch nhiQm truoc Thucrng

tryc HDND vdr UBND huyQn ud toen bQ ho4t dong cira v6n phong HDND va

UBND huyQn.

- Tham muu c6ng t6c Thucrng trpc HDND, chuAn bi c6c nQi dung ue t9' t qp

HDND, ky hqp Thuong trYc HDND.

- Lirm Chir tdi khoAn cta co quan vd trgc ti6p php trach, di6u hanh ho4t dQng

tdi chinh - k6 to6n.

- Don d6c, ki6m fia cac Pho Ch6nh Vdn phong vd c6c chuyen vi6n, nhAn

vi6n trong viQc thgc hiQn c6c y ki6n chi d4o cua Ch0 tich HDND, Chil tich UBND

huyQn, Ph6 Chfi tich HDND vd c6c Pho Chu tich UBND huyQn'

- Truc ri6p l6nh d4o, didu hdnh hopt dQng t4i Ban Ti6p c6ng dAn huyQn vir

BQ phQn Ti6p nh4n vh Tri k6t qu6 trr,rc thuQc vdn phong'
.i- lruc trep php trirchvd xu ly c6ng v6n di, d6n tron c6c linh.vyg: Nso3i v1l,

c6ri c6ch hanh chinh, t6n gi6o, c6ng t6c t6 chric c6n bQ, x6y dpg chinh quyen, thi

dua - khen thu&ng, ky lu[t, dfin chu co s0; tu ph6p, hQ tich, xu. ph4t vi pham hdrnh

.[i.n, giai qry6t d*ih.r, khi6u nai t6 c6o, thanh tra, phong ch6ng tham nhfrng; thi
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hdnh 6n, tda 6n, ki6m s6t; qu6c phong - an ninh, phong chtty vh chfra ch6y, cong
t6c phong, ch6ng thi6n tai vir tim ki6m ciru npn; tdi chinh - tin dpng, thu6; dAu tu,
x6y dpg co bAn, quy hopch, qu6n ly d6 thi.

- Theo d6i c6c phong,ban (theo linh vryc phu.trdch): NQi vu, Tu ph6p, Thanh
tra, Chi cpc Thi hdnh 6n d0n su, Tda 6n, Vi6n Ki6m s6t, C6ng an, BCH Qudn su,
D6n Bi6n phong.Cu* HAi.D6ng, Tdi chinh - K6 ho4ch, Ngdn hing, Chi cr;c Thu6,
Kho bpc, Kinh tO vh Hp tdng (linh vyc quy ho4ch), N0ng nghiQp vd PTNT (lTnh

,Avuc phong, ch6ng thi6n tai vd tim ki6m cuu npn), Ban QuAn lli dy 6n vd c6c co
quan theo linh vuc php tr6ch.

2. Ong Nguy6n Nggc Hung - Ph6 Chrlnh Vin phdng

Giirp Ch6nh VEn phong vd chiu tr6ch nhiQm c6 nh6n gi6i quy6t cdc c6ng
viQc nhu sau:

- Giai quy6t c6c c6ng vi6c thu6c nhiQm uU, quydn hpn c[ra Ch6nh Vdn phong
khi Ch6nh Vdn phong di v6ng trong pham vi dugc ry qry6r.

,A
- Trgc ti6p php tr6ch vd xri ly. c6ng vdn di, d6n tr6n c6c linh vyc: DAt dai, tiri

nguy€n, m6i truong; quy ho4ch, k€ ho4ch str dpng ddt, hd trg bdi thucrng vd t6i
dinh cu; khoa hgc cdng nghe, sirn xu6t CN-TTCN, thucrng mai dlch vu; di6n luc;
n6ng nghiQp vir PTNT, giao th6ng vQn trii, an todn giao thdng.

- Tham muu Thuong trgc HEND, c6ng tirc gi6m s6t cia HDND theo linh
vuc ph6n cdng phu tr6ch.

- PhU tr6ch cdng t6c chu6n bi xe phUc vu c6ng tdc ciaTT. HDND vh UBND
huyQn; php tr6ch xdy dgng lich cong t6c hdng tudn.

- Theo d6i c6c phong ban (theo linh vuc phq trdch): Tii nguyCn vir Moi
trucrng, Vdn phong Ddng ky d6t dai chi nh6nh Cam.Ldm, Trung tdm Ph6t tri6n qu!
d6t, Kinh tti - Hp tAng, DQi QuAn ly th! truong 16 6, DiQn lgc, Ndng nghiQp vd
PTNT, HAt Kii5m ldm vir cdc co quan theo linh vgc phg tr6ch.

3. Bi Ph4m Thiry Trang - Ph6 Ch6nh Vin phdng

Giirp Ch6nh Vdn phdng vd chlu tr6ch nhiQm c6 nhdn gi6i quy6t cdc cong
viOc nhu sau:

- Chi dao b6 phfln chuy6n vi6n t6ng ho-p tham muu UBND huy0n b6o c6o

hdng th6ng, quy vd b6o c6o nim.
.i,

- Tryc ti6p theo d6i vir xu ly c6ng v[n den vd di tr6n c6c linh vuc: Lao dQng

- thucrng binh - xd hQi, gi5o. duc vir diro t4o, vdn h6a - th6ng tin, du lich, th6 duf -
th6 thao, y t6, d6n s6, Truy6n thanh-Truy6n hinh, buu chinh vi€n th6ng, b6o hi6m
xd hQi; c6ng t6c ddn tQc, KT-XH mi6n nrii; hoat dQng C6ng th6ng tin cliQn tu cua

UBND huyQn.

- Tham muu Thucmg trpc HEND, cong tdc giim s6t cta HDND theo lTnh

vuc ph6n c6ng phy tr6ch.
-.,:,- Ki6m tra, theo d6i vi6c str dpng vd b6 tri trang thi6t bi co quan.
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- Theo d6i c6c phong ban (theo linh vqc phqr trdch):Lao dQng - TBXH, Gi6o
dpc vir Ddo tao, Vdn h6a vd Th6ng tin, Trung tdm Vdn hoa - th6 thao, Y t6, DAn
t6c, Trung tdm DAn s6 - KHHGD, Dai Truydn thanh - Truydn hinh, B6o hi6m xd
hQi vd cdc co quan theo linh vr;c php tr6ch.

4. Ong VO Chf C6ng - Chuy6n vi6n
.t- Truc ti6p theo ddi vi tham muu tr€n c6c linh vuc: Tu ph6p, h6 t!ch, xir

ph4t vi.pha- hdnh chinh, c6ng t6c ph6 bi6n, giiro.dpc phap lupt; thanh tra, phdng
ch6ng tham nhfrng; thi hinh rin ddn su, tda 6n, ki6m s6t; c6ng r6c quoc phong, an
ninh, tr4t tg an todn xd hQi, phong ch6y vdr chfra chtry; phong, ch6ng tham nhfrng;
phong, ch6ng thi€n tai vd tim ki6m cuu n4n.

- Theo d6i c6c phdng, ban (theo linh vuc phu trdch): Tu ph6p, Thanh tra,
Chi cuc Thi hdnh 6n ddn sg, Tda 6n nh6n d6n huyQn, ViQn ki6m s5t nh6n ddn
huyQn, C6ng an, BCH Qudn sg, EBP Cam HAi D6ng, Phong CAnh s6t PCCC sO 4,
NOng nghiQp vd PTNT vd c6c co quan theo linh vuc phu tr6ch.

- Theo ddi, ghi bi6n b6n, du th6o th6ng b6o ktit lupn t4i c6c cuQc hop do Chu
tich hoac Ph6 Chfi tich UBND huy6n chu tri li6n quan d6n linh vuc php tr6ch vd
c6c cu6c hop kh6c do Ldnh dao Vdn phong phdn c6ng theo ddi.

--.2.- Ki6m tra, ddn d6c c6c dia phuong, dorn vi thgc hiQn y ki6n chi dao cria Chu
tich, c6c Ph6 ChiI tich UBND huy6n. T6ng hqp hdng tuAn, hdng th6ng viec tri6n
khai thpc hiQn y ki6n chi dao c[ra Chir tich, cdc Pho Chu tich UBND huy6n lien
quan d€n linh vuc duoc ph6n c6ng.

- Pinh ki, viro ngey thv 4 hdng !rAI, t6ng hqp b6o c6o nhiem vu duoc giao
vdr chuy6n cho chuyen viOn t6ng hqp de tong hqp b6o c6o tudn vd b6o c6o, don doc
nhic vi6c t6n c[ra cac co quan.

- Dinh ki,vdo ngey 15 hdng th6ng, t6ng hgp b6o c6o cia.circ phong, ban,
ngdnh dugc giao phu tr6ch vd chuy6n cho chuyOn vi6n t6ng ho,p dd t6ng hqp chung
thirnh biio c6o KTXH - QPAN hdng th6ng c[ra UBND huyen.

- Tham muu Chu t!ch, c6c Ph6 Chu tich UBND huyQn xu ly h6 so tren pham
m6m mQt cua theo nhiQm vU dugc ph6n c6ng.

- Tham muu Ch6nh Vdn phong c6c thgc hi€n nhi6m vU c[ra co quan theo
linh vyc dugc phdn c6ng phq tr6ch.

5. Ong Nguy6n na COrg - Chuy6n vi6n
.i

- Trr,rc ti6p theo d6i vir tham muu tr€n c6c linh vgc: Quy hoqch; b6i thucrng
h6 trq vdr t6i dinh cu; tdi chinh - ng6n sach; dAu tu; xay dpg co b6n; quin l:i thi
trudng; c6ng t6c thu5; s6n xu6t c6ng nghiQp - TTCN; thuong m4i, dich vU; khoa
hgc c6ng nghe, hQ th6ng qu6n ly ch6rt lugng ISO, 5S c0a co quan; diQn lpc.

- Theo d6i c6c phong, ban (theo linh vqc phu tydch): Kinh t6 vd Hq tAng, Tiri
nguyen va M6i trudng, Trung t6m Ph6t tri6n qu! ddt, Tdi chinh vd ke ho4ch, DQi

QLTT s6 6, Chi cuc thu6, DiQn luc vir c6c co quan theo linh vuc phu tr6ch.
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- Theo d6i, ghi bi€n bin, dg thiro th6ng b6o ktit ludn tai c6c cuQc hop do Cht
tich hodc Ph6 Chir tich UBND huy6n chir tri li6n quan d6n linh vuc phu tr6ch vd
c6c cuQc hgp kh6c do Ldnh d4o Vdn phong phdn c6ng theo d6i.

--. ].
- Kiem tra, d6n d6c c6c dia phucmg, dorn vf thgc hiQn f ki6n chi dao cua Chu

tich, c5c Ph6 Cht tich UBND t uygn. f6rg hqrp hdng tr'An, hdng th6ng viQc tri6n
khai thgc hiQn y ki6n chi dqo cria Chir tich, c6c Ph6 Chu tich UBND huy€n li6n
quan d0n linh vuc ducyc phdn cong.

- Pinh ki, vdo ngdy tht 4 hdng PA,n, t6ng hqp b6o c6o nhi6m vp dugc giao
vh chuy6n cho chuy6n vi6n t6ng hqp d€ t6ng hqp b6o c6o tudn vd b6o c6o, d6n d6c
nhdc viQc t6n cta cac co quan.

- Chiu tr6ch nhiQm t6ng hqp b6o c6o KTXH - QPAN hdng th6ng, quy, 6
th6ng, ndm cua UBND huyQn.

- Tham muu Chri tich, c6c Ph6 Cht tich UBND huyQn xir ly h6 so tr6n phdm

-6m mQt cira theo nhiQm vU dugc phdn c6ng.

- Tham muu Ch6nh Vdn phdng c6c thgc hien nhiem vU cua co quan theo
llnh vuc dugc phdn c6ng php tr6ch (trt linh vgc k6 to6n).

6. Bi Ph4m Nguy6n 86o Thuy6n - Chuy6n vi6n

- Trgc ti6p theo d6i vd tham muu tr6n c6c linh.vgc: C6ng t6c t6 chuc c6n bQ,

cbi cdch hdnh chfnh, tOn gi6o, xdy dyng chinh quy0n, thi dua - khen thucrng, ky
luft, d6n chu co so.

- Tham -u, u6 linh vuc ngopi vp huyQn; c6c thu tpc dodn ra, dodn vdo, c5n

bQ, c6ng chric, vi6n chfc di nudc ngodi thuQc thAm quyCn giai quy6t UBND
huyQn; ctrc b6o c6o dQt 

^uat, 
dinh kj, theo y6u cAu ctra UBND tinh, sd, ngdnh li6n

quan...

- Tham muu linh vuc ki6m so6t thri tuc hdrnh chinh huyQn, thyc hiQn nhiem
vu ki6m so6t thu tpc hhnh chinh theo hucrng d6n cta co quan c6p tr6n vd theo quy
dinh cua ph6p luQt vC ki6m so6t thu tpc hdnh chinh. Tham muu Ch6nh V6n phong
tO chuc thUc hiqn rd so6t, dSnh gi6 thir tr,rc hlrnh chinh thUc hiqn tr6n dia bdn huyQn

eC n6n nghi, dA xu6t viQc sria dOi, bO sung, htry bo, bai b6. Hu6ng d6n, d6n d6c,

b6o c6o tinh hinh, k6t quA giai quytit thtr tpc hDrnh chinh vd tiiSp nhfln, xu ly phan

6nh, ki6n nghi vA quy dinh henh chinh cria .co quan chuy6n m6n. thu6c huy6n,

UBND cip xd; thr,rc hi6n cic b6o c6o dQt xudt, dinh ky theo y6u cdu cta UBND
tinh, sd, ngdnh 1i6n quan...

- PhU trdch c6ng ttrc cti c6ch hdnh chinh, thi dua - khen thuong co quan.

- Theo ddi, phoi hqp c6c co quan (theo lTnh vryc phq trdclz): NQi vu, So

Ngo4i vU vd c6c co quan theo linh vyc php tr6ch.

- Theo ddi, ghi bi6n bdrn, dg th6o th6ng b6o ktit lupn tpi c6c cuQc hqp do Chu
tich hobc Ph6 Cht tich UBND huyQn chu tri li6n quan cl6n llnh vuc phr,r tr6ch vd
c6c cuQc hgp kh6c do Ldnh dpo Vdn phong phdn cdng theo d6i.
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- Ki€m tra, d6n d6c c6c dia phuong, dcrn vi thuc hi€n y ki6n chi dao cta Chu
tich, Pho Chu tich UBND huy6n. TOng ho,p hdng tuAn, hdng th6ng vi6c tri6n khai
thuc hi6n 1i kien chi dao ctra Chtr tictr, ptrS Cnrilicn UBND huyQ"n li6n quan d6n
linh vuc dugc phdn c6ng.

- pinh ki, vdo ngdy thv 4 hdng pA^r,t6ng hqp b6o cdo nhiQm vu duoc giao
vd chuy6n cho chuy6n vi6n t6ng hqp cl6 t6ng hqp b6o c6o tuAn va 6ao c6o, d6n?Oc
nhdc viOc t6n cria c\c co quan.

- Dinh k! vdo ngdy 15 hang tltng, t6ng hqp bin c6o cta c6c phdng, ban,
ngdnh duoc giao php tr6ch vd chuy6n chuy6n vi6n phu trdch dti t6ng hcr,p chung
thdnh b6o c6o KTXH - QPAN hdng thang cua UBND huy6n.

- Tham muu Chtr tich, c6c Ph6 Cht tich UBND huyOn xri ly h6 so tr6n phAn
-d- m6t cria theo nhiem vU dugc phAn c6ng.

7. Ong Nguy6n Hiru Qu6c - Chuy6n vi6n

- Theo ddi vd tham muu tr6n linh vyc: C6ng nghe th6ng tin, phu trirch qu6n
tri mang; vdn h6a - th6ng tin, du lich, th6 duc - th6 thao, buu diQn, vi6n th6ng,
Truy6n thanh.- Truy6n hinh; chiu tr6ch nhi6m trong c6ng t6c ki6m rra, qu6n ly vd
su dgng hQ th6ng thi6t bf cria co quan.

- Theo d6i c6c ph"ong, ban (theo Qnh vryc pha trdgh): vdn hoa vd rh6ng tin,
Trung tdm Vdn hoa - th6 thao, Ddi Truydn thanh- Truy0n hinh vir cdc co qrunlh.o
linh vtrc phu tr6ch.

- Tham muu cho Ldnh dao Vdn phong tryc ti6p giirp vi6c c6ng tttc cua
Thucrng truc HDND huy6n; giirp Ldnh dpo VIn phong t6ng hqp cung c6p thong tin
phUc vp hopt dQng cua Thuong trpc HEND huy6n.

- Theo d6i, chuAn bi c6c n6i dung li6n quan, ghi bi6n b6n, dg th6o th6n gbtto
k6t luan tqi cdc phi6n hop do Chu tich hoic c6c Pho Chir tich HDND, uexp
huy6n chri tri li6n quan d6n linh vuc duoc phdn c6ng vit citc cuQc hop khric do
LSnh dao Vdn phong phdn c6ng theo d6i.

- Ki6m tra, d6n d6c c6c dia phuong, dorn v! thgc hiQn 1i ki6n chi dao cua Chu
tich, c6c Ph6 Chir tfch UBND huy6n. T6ng hqp hdng tuAn, hdng thing viQc tri6n
khai thuc hiQn y ki(in chi dao cta Chu tich, c6c Ph6 Chu tich inXO-f,uyQn li6n
quan d0n llnh vuc dugc ph6n c6ng.

- Pinn k! vdo ngey thu 4 hdng PAl, tong hqp bao c6o nhiQm vu duoc giao
vir chuy6n cho chuy0n vi6n t6ng ho. p c16 t6ng hcp b6o c6o tuAn vd b6o c6o, ddn ddc
nhic vi6c t6n cira c6c co quan.

- Tham muu Ch6nh Van phong thuc hi6n cac nhiQm vu cua co quan theo
llnh vqc dugc phdn c6ng phU tr6ch.

8. Phqm Dri'c Huy - Chuy6n vi6n
,. A- Truc ti6p theo d6i vd tham muu tr6n c6c linh vqc: CAp phdp xdy dqng;

quin ly dg thi; an todn giao th6ng; aat dai; tdi nguy6n m6i trucrng; cdp giAy chirrg
nhAn quyen su dung ddt.
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- Theo d6i c6c phdng, ban (theo linh vryc phu trdch): Kinh t6 vd Ha tAng, Tdi
nguyOn - MOi truong, Vdn phong Ddng ky quy6n sri dung d6t vd cac co quan theo
linh vuc phu tr6ch.

- Theo d6i, ghi bi6n b6n, du th6o th6ng b6o k6t ludn tai c6c cudc hop do Chu
tich hodc Ph6 Cht tlch UBND huyQn chir tri li6n quan d6n linh vgc phu tr6ch vd
c6c cuQc hgp kh6c do Ldnh dao Vin phong ph6n c6ng theo d6i.

--.;.- Kiem tra, d6n doc c6c dia phucrng, don vi thuc hiQn y ki6n chi dpo cua Chu
tfch, c6c Ph6 Cht tich UBND huy6n. T6ng hqp hdng tuAn, hdng th6ng vi6c tri6n
khai thpc hiQn y ki6n chi dao ctra Chtr tich, cac pnO Chtr tich UeXO-nuyen li6n
quan d€n linh vuc ducyc phan c6ng.

- Pinh kj' vdo ngdy thv 4 hing pAl, t6ng ho-p b6o cilo nhiQm vy duoc giao
vd chuy6n cho chuy6n vi6n t6ng hgp dti t6ng hqp b6o c6o tuAn vd t6o cao, d6n?oc
nhdc vi6c t6n c[ra cdc co quan.

- Dinh ki' vdo ngey 15 hdng th6ng, t6ng hcr,p b6o c6o cta c6c phdng, ban,
nganh dugc giao phr,r trilchvd chuyen cho chuy6n vi6n t6ng hqp dti tdng hcp;hung
thanh b6o c6o KTXH - QPAN hdng th6ng cua UBND huy6n.

- Tham muu Chtr tfch, c6c Ph6 Cht tich UBND huyQn xri ly hO so tren phdm
md- mQt cua theo nhiOm vU dugc ph6n c6ng.

- Tham muu Ch6nh Vdn phong thuc hi6n c6c nhi6m vu cua co quan theo
llnh vuc duoc ph6n c6ng phr,r tr6ch.

9. Bi Nguy6n Thi Thriy Ti6n - Chuy6n vi6n
.i

- Trpc ti6p theo d6i vd tham muu trcn c6c linh vuc: Lao dQng - TBXH; giao
duc - ddo tao; y t6; dan s6; b6o hi6m xd hoi; tin dung - ngan hdng; ndng nghiQp vd
PTNT, lam nghiQp; khuy6n c6ng - n6ng - l6m - ngu; kinn te-^a nOi mien ,Ui.

- Theo d6i c6c pl.rong, ban (theo linh vac pha trdch): Lao dOng - TBXH,
Gi6o duc - ddo t4o, Y t6, Trung tdm dan so, Bao hi6m xE h6i, Ngdn hang csxH,
Nong nghiQp vd PTNT, H?t Kiem l6m, DAn tQc vd c6c co quan tireo linh vuc phu
t16ch.

- Theo d6i, ghi bi6n b6n, dg th6o th6ng b6o ktit lu6n tai c6c cuQc hop do Chu
tich hodc Ph6 Cht tich UBND huyQn chri tri li6n quan d6n linh vpc phg tr6ch vd
c6c cu6c hop kh6c do LSnh dpo Vdn phong ph6n c6ng theo d6i.

--, i
- Kiem tra, d6n d6c c6c dia phucrng, dcrn v! thpc hiQn y ki6n chi dao cira Chu

t!ch, c6c Ph6 Cht tich UBND huygn. r6ng hgp hdng tr'An, hdng thdng vi6c trien
khai thuc hiQn y kien chi dao cta ChrJr t!ch, c6c Ph6 Chir tich UBND huy6n li€n
quan ddn linh vuc dugc phdn c6ng.

- pinh ki, vdo ngey thv 4 hdng PA.n, t6ng hqp b6o c6o nhiQm vu duoc giao
va chuy6n cho chuy6n vi6n t6ng hop dC t6ng hqp b6o c6o tuAn vd b6o c6o, d6n ddc
nhdc vi6c t6n cua c6c co quan.
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- Dinh kj' vdo ngey 15 hdng" th6ng, t6ng hqp b6o c6o cta c6c phong, ban,
ngdnh duoc giao php trdchvd chuy6n cho chuy6n vi6n t6ng hqp OC tOng trcr,p-;nung
thanh b6o c6o KTXH - QPAN hdng th6ng ctra UBND huyen.

- Tham muu Chu tich, c5c Ph6 ChU tich LIBND huy6n xir ly ho scy tr€n phAm
,drrr m6t cira theo nhi€m vU duoc ph6n c6ng.

- Tham muu Ch6nh Vdn phdng thuc hi6n c6c nhi6m vp cira co quan theo
linh vuc duoc phdn c6ng phu tr6ch.

10. Ducrng Thi Thu - Chuy6n vi6n

- Thpc hi6n nhi6m vU tiiip c6ng ddn tai Tru so ti6p c6ng d6n cria UBND
huy6n. Ti6p nhdn don, thu va tdi.li6u [i6y to li6n quan dCn nQi Jrng khitiu nai, t6
c6o cua c6ng dAn thu6c thAm qryd, gi6i quy6t ctra huyen.

, 
- PhOi hop vdi cdc co quan li6n quan trong c6ng tttc giiti quy6t don thu khiriu

nai, t6 c6o tr€n c6c linh vgc. Theo d6i, tong hqp tinh hinh cong t6c ti6p c6ng ddn,
i r r .i . i .giai quyet khi6u nai, tO c6o c[ra .9ng ddn. Dinh kj, chi6u thu 4 hdng ru6n, b6o crio

Ch6nh vdn phong phu trdchvo titin dQ xu ly don thu, khi6u nai t6 c6o.

- Theo d6i c6c phong, ban theo linh vuc dugc ph6n cong php tr6ch.

- Theo d6i, chuAn bi c6c n6i dung li6n quan, ghi bi0n b6n, du th6o thdng b6o
k{it luan tai cac phi6n hgp do Chir tich hopc ptrO Ctrtr tich HDND huyQn chu tri lien
quan d6n linh vgc dugc ph6n cdng.

- T6ng hqp hdng tuAn, hdng th6ng vi€c tri6n khai thyc hiQn y kien chi dao
cua Chu tich, c6c Ph6 Cht tich UBND huyOn li6n quan d6n linh vpc duoc ph6n
c6ng.

Dinh kj, vdo ngey thu 4 hdng tuAn, t6ng hqp b6o c6o nQi dung c6ng vi€c
t6n cua c6c phong, ban.

- Tham muu chudn bi nQi dung Thuong truc UBND huy6n hop thuong kj, tpi
UBND tinh;

- Theo ddi, tham muu d6n d6c c6c phong, ban thgc hiqn nhigm vU tr6n phAn
,dm nh6c vi6c cua tinh.

11. B9 ph$n Ti6p nh$n vir tri k6t qui
- Duong Thi Thu - Lim T6 tru&ng TO Ti6p nh$n vir tri k6t qui h6 scr

. + Giirp Ch6nh Vin phong theo d6i, t6ng hqp tinh hinh titip nhfn, giAi quy6t,
trA h6 so tai BQ phan tiiip nhan vd, trh k6t qu6; kfp thcri b6o c5o nhirng vucrng m6c
trong qua trinh thuc thi nhiQm vp cria CBCCVC, nh.an vi6n tai BQ phan tiOp nhAn
vh tr6 k6t qu6. Cflp nhQt, th6ng kO luu trfr dfr liqu vC thtr tpc hdnh chinh theo quy
dinh.

+ Thpc hi6n ni6m ytit c6ng khai thu tpc hdnh chinh tai BQ phan Ti6p nhAn vd
T16 k6t qu6 huyQn. Kip thoi cAp nhpt nhimg tht tuc m6i thay thti c6c thu tuc hhnh
chinh dugc sua d6i, b6 sung, huy bo, bai bo.
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" +,Cap nhat thucmg xuy6n, theo d6i hoat d6ng trOn hC th6ng s6 s6ch, mAu
bi6u, k0t.hqp.img dung c6ng nghe th6ng tin trong qu6n l1f, luu trt h6 so tren hO

th6ng ph6n m€m c6ng vi6c.

+ T6ng hqp tinh hinh tiiip nhAn, gi6i quytit hO so cho c6ng d6n, to chri'c.

. . Ong V6 VIn Minh: Phu tr6ch vi6c ti5p nhdn h6 so vdtrhktit qu6 theo Quy
chc "MOt crta", "MOt cta li€n th6ng" tron c6c linh vuc: cam ktit uao v6 m6i
truong, ddng ky kinh doanh, giSry phdp x6y dung c6ng trinh vd nhd o rieng le, kinh
tC trang trpi, gi6o.duc, y t6, vdn h6a - thpng tin, lao dOng - TBXH; C6p GCNQSD
ddt lan ddu, chuy6n muc dich su dUng dat phai xin ph6p.

. - Giirp Ch6nh VEn phong theo ddi, t6ng hop tinh hinh titip nhdn, gi6i quy6t,
tr6 h6 so t4i B0 phQn tiOp nhdn vii tri kOt qu6; kip thoi b6o c6o nhirng vucrng mic
trong qu6 trinh thgc thi n]riQm vp tai BQ phan ti6p nhdn vd tr6 ktit quA. C4p nhpt,
th6ng k0 luu trir dt li6u vC thir tr,rc hdnh chinh theo quy dinh.

-- Thyc hi6n ni6m y6t .6ng khai tht tuc hinh chinh tai B0 phfln Ti6p nhdn va
TrA k6t qu6 huyQl. fip thoi cAp nhdt nhimg thu tr,rc moi thay thti c6c thu tgc hirnh
chinh dugc sira d6i, b6 sung, h[ry bo, bai b6.

,CAp nhflt thuong xuy6n, theo d6i ho4t dQng tr€n hQ thong sd s6ch, m6u
bi6u, k6t.hop.img dung c6ng nghe th6ng tin trong qu6n ly, luu trir h6 so tren h€
th6ng ph6n m6m c6ng viQc.

_,1
- TOng hgp tinh hinh ti6p nhQn, gi6i quy6t h6 so cho c6ng ddn, tO chirc.

12. Tii Vin thu - luu trfr
- Bh Phgm Thi Nggc Bfch - C6n sg: Php tr6ch xu ly cong vdn d6n; theo

ddi, b6o c6o c6ng t6c xri ly vdn bin d6n vd chuy6n, luu vdn bALn theo quy df nh.

Bi Hui,nh Thi Phufc - Cin srp: Php tr6ch xt ly c6ng vdn di, quin ly con
ddu; t6ng hqp, b6o c6o c6ng t6c xir ly vdn b6n di theo quy dinh.

13. Be Hd I,O Ngg. Hi6n - K6 to6n: Tham muu Ch6nh Vdn phong vd chiu
).

tr6ch nhiem vC viQc quin ly, sir dUng co hiQu quA todn b0 tei sAn cia co quan; thr,rc

hien ch6 d0 kC toan, tdi vu; thu chi vd quy6t to6n kinh phi theo quy dinh phap luat
hi0n hdnh. D6m b6o co so v6t chdt, phuong tiQn, kinh phi phpc vr; theo y6u cAu cira
Thuong tryc HDND vd UBND huy6n, Ldnh dqo Vdn phong. Td chfrc thuc hi€n t6t
v€ ch6 d0 chinh s6ch v0 ti6n luong, thu&ng, BFIXH, BHYT cho CBCC trong co
quan...

14. T6 Phgc vg - bio vQ

- Ong Hoirng Kim Dfing: ChuAn bi xe phUc vu c6ng tdc cua Thucrng truc
HDND vd UBND huyQn.

- Ong VO Sy Th6ng: Chu6n bi xe phUc vp c6ng tdc ctaThucrng tryc HDND
va UBND huyQn.

- Ong DIng Nguy6n Qu5c Vuong: ChuAn bf xe phuc vp cdng t6c cua
Thulng trr,rc HDND vd UBND huyQn.
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- Ong Dang Nggc T6m: 86o vQ c0 quan.

- Ong Hoing Hfru Huy: 86o v6 co quan.

- Ong LG Vin Cric: Bio vQ c0 quan.

- 0rg Hui,nh VIn Tiri: 86o vO co quan.

- Bn LA Nir QuSc Khuong: Tap vU co quan.

- Bn HA Thi Thu Hucrng: Tap vU ccl quan.

15. Ngodi nhirng nhiQm vU cU th6 n6u tr6n, c6n cir tinh hinh thUc t6 cua don
v!, Ch6nh Vdn phong HDND-UBND huyQn sE phAn c6ng cho c6n b6, nh6n vi6n
Vdn phong ki6m nhiQm AOi vOi m6t s6 linh vyc kh6c (n6u 

-o).

Di6u 2. Quy6t dinh ndy c6 hiQu lyc kC tu ngdy ky vd thay th6 Quy6t dinh sO

I I/QD-VP ngey 24ll|l20l7 cta vdn phdng HDND vd UBND huyQn Cam LAm.

Di6u 3. Ldnh dao vdn phong HDND vd uBND huyQn, c6n b6, c6ng chfc,
nh6n vi6n Vdn phong vd c6c c6 nhdn c6 t6n tpi Dieu I cdn cir Quyet dinh thi
hirnh./.

Noi nhQn:
- Nhu Di6u 3;
- TT. HDND, TT UBND;
- Luu: VT.

vAN PHoNG

Bti Quang Nam

vix pH0xc

n0r odxc xnix litt
.viutulruir
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